NOAA Form 56-28A U.S. DEPARTMENT OF COMMERCE

(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION
NOAA COMMISSIONED OFFICER BILLET DESCRIPTION
FROM: Director, Commissioned Pers. Center
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC ROUTING CODE: OMAO
ADDRESS:
THRU (Liaison Officer): SSMC#3, Rm. 12100
1315 East West Highway
BILLET TITLE: BILLET #: 0501 Silver Spring, MD 20910
Deputy Director, CPC PHONE NUMBER:  (301) 713-3444 x115
RANK REQUESTED: (0-2. 0-3, 0-4, etc.) 0-5/0-6 (This block to be completed by liaison officer) ‘
14/15 IS THIS A NEW BILLET: [x]ves Inw~o
GSIGM EQUIVALENT: BILLET PRIORITY:  [X]A, B, [Jc. []R
IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:
Capt. David H. Peterson Director, Commissioned Pers. Center (301) 713-3444  x115

EDUCATIONAL REQUIREMENTS:
Advanced Degree or equivalent experience in public administration, management, or related field.

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)

Having served as a member of the Officer Assignment Board (OAB) and Officer Personnel Board (OPB) is desirable.
Previous assignment as Commanding Officer, Executive Officer, as Recruiter, or at the Officer Training Center is also
desirable. Familiarity with NOAA budget and financial management procedures and strong analytical skills are essential.

1. GENERAL DESCRIPTION OF BILLET:

The Commissioned Personnel Center is under the Office of Marine and Aviation Operations (OMAO), National Oceanic and
Atmospheric Administration (NOAA). OMAO administers an integrated program of vessel, aircraft, and diving services and
manages the NOAA Commissioned Corps in support of NOAA programs and related activities.

The Deputy Director of the Commissioned Personnel Center assists the Director in managing all aspects of the NOAA
Commissioned Corps personnel system. The Deputy is responsible for controlling the Center budget, the Commissioned
Corps payroll budget, and the retired officer payroll budget for the Director. The three budgets total over $35M. The Deputy
is the rating officer/first line supervisor of the NOAA Corps Assignment Coordinator, Training Coordinator, Chief of Recruiting,
and the Center Budget Analyst. The Deputy is responsible for career development counseling for grades O-4 and below and
assists in managing officer training programs. The Deputy is a hon-voting member of the OAB as an advocate for officer
career development and a voting member of the Director's Command Advisory Board and the Part-Time University Training
Board.

2. DUTIES AND RESPONSIBILITIES:

a. Is this a supervisory billet? YES |:| NO
b. If so, state number and grade of personnel supervised. Number: 4 Grade(s): O-3 through 0O-5, GS-12

1. Assist the Director, CPC in all aspects of Center administration.

2. Advisor to the Director, CPC on all budget matters. Responsible for Financial Management Center level budget
formulation and execution.

3. Control $17M in active duty pay and benefits from 17 accounts. Monitor PCS actions and track proper accounting of
officer pay. Control a $4M Center operating budget. Monitor $16M in retired pay and benefits.

4. Supervise: one 0-4/0-5 Assignment Coordinator; one O-3 Chief, Recruiting Unit; one O-3 Training Coordinator; one
GS-12 Budget Analyst.

5. Coordinate NOAA Corps training, including full and part time university training and training required for promotion.
Coordinate FUT/PUT board meetings. Monitor the day-to-day training activities for BOTC and REFTRA.

6. Counsel O-4 and below officers on their career development and monitor qualifications for promotion for these grades.
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3. CAREER DEVELOPMENT OPPORTUNITIES:

This billet provides significant experience in controlling a unit budget as well as financial management center level budget
formulation and execution. It provides the opportunity to manage critical parts of a personnel system, adding quality control
to the assignment of personnel, providing guidance to personnel as careers evolve, and overseeing the training of new and
experienced officers. The billet requires contact with all NOAA programs and many sources of training outside the agency.
As a Center Deputy, the incumbent is a senior manager within OMAO and has the opportunity to affect the course of
activities throughout NOAA by influencing the development of commissioned officers. The billet provides frequent contact
with managers at various levels within and outside of the agency. It also provides valuable experience in preparation for
more senior billets within OMAO and NOAA.

4. ADDITIONAL COMMENTS:

7. Notify junior officers of non-selection for promotion and provide appropriate counseling.

8. Review officer files and advise the OAB and the Director, CPC on officer career development needs.

9. Plan and implement Center IT improvements.

10. Exercise procurement authority and monitor contracts.

11. Review and certify obligating documents, such as health care billings from USPHS and training services from the Global
Maritime and Transportation School, USMMA.

12. Manage MOUs with other agencies, such as USPHS for health care services and USCG for payroll services. Approve
interagency transfer of funds.

13. Re-program funds to meet unexpected requirements.

14. Publish the CPC Cyberflash.

15. Review and revise NOAA Corps Regulations as needed.

SIGNATURE OF SUPERVISOR: DATE:
05/04/2001
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